
 

  

DGMIS USER MANUAL 
SOUTH DAKOTA DEPARTMENT OF SOCIAL 

SERVICES 

SEPTEMBER 1, 2021 



Page 1 of 33 

 

Table of Contents 

DGMIS ……………………………………………………………………………………………………………….….......3 

Grant Selection ……………………………………………………………………………………………………….4 

Adding Intake Forms …………………………………………………………………………………….……....5 

Adding Intake, system time out …………………………………………………………………….…….6 

Adding a 6-month update …………………………………………………………………………………..7 

Follow-Up Status ……………………………………………………………………………………………….……..8 

Adding a discharge ………………………………………………………………………………………….……9 

Discharge Status ……………………………………………………………………………………………………..10 

Planned Services …………………………………………………………………………………………………....10 

Completing Discharge Status and Planned Services .…………………………………..13 
 

 



Page 2 of 33 

 

GPRA Form Information ………………………………………………………………………………………….14 

Behavioral Health Diagnoses ……………………………………………………………………..14 

Planned Services …………………………………………………………………………………………...15 

Demographics ………………………………………………………………………………………………..17 

Military Family and Deployment ……………………………………………………………..…18 

Drug and Alcohol Use ………………………………………………………………………………..…20 

Family and Living Conditions …………………………………………………………………..….23 

Education, Employment, and Income .……………………………………………………24 

Crime and Criminal Justice Status .…………………………………………………………...25 

Mental and Physical Health Programs and Treatment/Recovery …….26 

Violence and Trauma ……………………………………………………………………………………28 

Social Connectedness ………………………………………………………………………………….29 

Record Management …………………………………………………………………………………..30 

Adding clinic staff ……………………………………………………………………………………………..…….31 
 

 

 

 

 

 

 



Page 3 of 33 

 

 

DGMIS Main Page 

Main Website: https://dss-dg.sd.gov/ 

All users will log in to the DGMIS via the main home page.  

 

Input log in credentials and 

click the “Log in” button 

https://dss-dg.sd.gov/
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Grant Selection 

Select the grant that applies to you. 
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Adding Intake Forms  

 

 

 

 

 

 

 

 

 

Begin by clicking “Add 

New Intake” 

Client ID (MRN) will 

appear for staff to 

create 

Click “Add client ID.” 

The ID cannot be a 

STARS ID 

The form below will 

appear for staff to 

populate 

Click drop down to select 

client type: 

➢ Treatment Client 

➢ Client in Recovery 

  

“Interview Date” is the 

date the screening 

tool was conducted 

DO NOT ENTER 

BIRTHDATE OR 

TODAY’S DATE 

This screen will also allow 

you to search previously 

entered client IDs (MRNs) 
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Adding Intake, system time out 

If the DGMIS system times out while you’re working on an intake, your progress will be saved. 

This will allow facilities to continue their work on incomplete intakes without having to re-

enter the tool from the beginning. 

 

Finish an incomplete 

initial intake by clicking 

“Continue” under 

Intake header 
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Adding a 6-month update 

 

 

 

 

 

 

 

Search client ID that needs 

a 6-month update on the 

home page (see pg. 5) 
Begin by clicking 

“Add” under the 6 

Month header 

Client ID, Client 

Type, and 

Interview Type 

will already be 

present 

Click drop down 

and select “Yes” 

or “No” 

 
“Interview Date” 

should reflect the 

date an interview 

was conducted. If 

an interview was 

not conducted 

then you won’t be 

allowed to add a 

date 

If an interview was conducted, the full GPRA form will load. If a full 

interview was not conducted, section I Follow-up Status of the GPRA 

form will load. 
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Follow-Up Status 

 

  

 

 

Click drop down and 

select option for 

follow-up status 

Click drop down and 

select “Yes” or “No” 

Complete the 

screen, select “Save” 

After saving inputs 

select “Submit 

Form” to finish 
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Adding a discharge 

 

 

 

 

Search client ID that 

needs a discharge 

tool (see pg. 5) 

Click “Add” under 

the Discharge 

header 

Click drop 

down and 

select “Yes” or 

“No” 

Client ID, 

Client Type, 

and Interview 

Type will 

already be 

present 

“Interview Date” should reflect 

the date an interview was 

conducted. If an interview was 

not conducted then you won’t 

be allowed to add a date  

If an interview was conducted, the full GPRA for will load. 

If a full Interview was not conducted, section J Discharge 

Status and Section K Planned Services of the GPRA form 

will load.  
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Discharge Status 

 

 

Indicate the 

date of 

discharge 

Indicate if the 

client 

successfully 

completed 

services or the 

termination 

reason 
Complete the 

screen, select 

“Save” 

Planned Services  

 

At least one 

“Modality” must 

be greater than 0 
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Planned Services, Continued  

 

 

 

 

At least one “Treatment 

Services” option must be 

greater than 0 

You are not required to 

select an option here, 

select “Not Applicable” if 

none apply 
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Planned Services, Continued 

 

Select “Not Applicable” in 

each section if none apply  

Complete the 

screen, select 

“Save” 
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Completing Discharge Status and Planned Services 

 

After saving 

inputs select 

“Submit Form” 

to finish 
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Behavioral Health Diagnoses 

 

 

 

  

 

Select up to three 

diagnoses 

GPRA Form Information 

Indicate if the 

individual was 

diagnosed with an 

opioid use disorder 

or alcohol use 

disorder in the past 

30 days. 
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Planned Services 

All providers are required to select one option under “Modality” and one option under 

“Treatment Services.” The page will not advance if it is not selected.  

 

Select at least 

one option 

Select at least 

one option 
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Planned Services, Continued 

The remaining planned services sections are not required.  

 

Select “Not 

Applicable” in 

each section if 

none apply  
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Planned Services, Continued 

 

Select “Not 

Applicable” if 

none apply  

Click “Save” to 

progress 

Demographics 

 

If #2 is answered 

“No”, skip to #3 

Must select a 

‘Race’ to 

continue 

Date of Birth is 

required 

Click “Save” 

to progress 
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Military Family and Deployment 

 

 

Indicate if the 

individual has 

military involvement 
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Military and Family Deployment, Continued 

 

Indicate if the individual 

has family with military 

involvement 

Click “Save” 

to progress 
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Drug and Alcohol Use 

 

“Alcohol to Intoxication” 

fields cannot be greater 

than the number 

reported in the “Any 

Alcohol” field 

“Both alcohol and drugs (on 

same day)” field cannot be 

greater than the largest 

number reported in the “Any 

Alcohol” field or “Illegal 

drugs” field 
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Drug and Alcohol Use  

 

If “Illegal drugs” field is greater 

than zero, then you must 

identify which drugs were used 

and how many days those 

drugs were used. 
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Drug and Alcohol Use 

 

Select response for 

“Injected drugs” 

from the drop down. 

Must select “Yes” if 

route of 

administration of 

‘Non-IV Injection’ or 

‘IV’ has been 

selected  

Click “Save” 

to progress 
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Family and Living Conditions 

 

Reminder: If the individual 

indicates they spent time in jail or 

prison, indicate that was their 

living arrangement if it was greater 

than 15 days. 

Select ‘No’ if 

individual is male 

Click “Save” 

to progress 

Responses 

cannot be 

greater than 

the ‘number 

of children’ 

reported 
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Education, Employment, and Income 

 

Click “Save” 

to progress 

Employment 

must be 

reported 

Whole dollar amounts 

must be reported. All 

fields must have a 

value reported 
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Crime and Criminal Justice Status 

 

Click “Save” 

to progress 

If the individual indicates 

they spent time in jail or 

prison for 15 or more days, 

their living arrangement will 

need to be Jail or Prison in 

the “Family and Living 

Conditions section” 

Initial response taken 

from “Illegal drugs” 

information previously 

entered. The number 

in this field can be 

increased but cannot 

be decreased without 

changing the value 

on the “Illegal drugs” 

field on the Drug and 

Alcohol Use page 
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Mental and Physical Health Programs and Treatment/Recovery 

 

 

 

 

 

Values are pre-

populated for 

staff. Select and 

manage 

applicable 

entries 
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Mental Health and Physical Health Programs and Treatment Recovery 

 

Values are pre-

populated for staff. 

Select and manage 

applicable entries 
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Violence and Trauma 

 

Click “Save” 

to progress 

Values are pre-

populated for staff. 

Select and manage 

applicable entries 
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Social Connectedness 

 

Click “Save” 

to progress 

Values are pre-

populated for staff. 

Select and manage 

applicable entries 
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Click “Submit 

Form” and 

documentation 

will be finalized. 

Users will not be 

able to edit after 

submitting form. 

Record Management 

 

Review input before 

clicking “Submit Form.” 

Users can save an 

incomplete intake and 

return at a later time. 
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Adding clinic staff 

Facilities will now have capabilities of adding their own clinic staff. Each facility will designate 

a clinic admin that has the ability to add staff and GPRA tools, while clinic staff can only add 

GPRA tools. 

 

 

Click “Users” 

on the top of 

home screen 

Click “Add new 

User” 
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Adding clinic staff, continued 

 

Designate new user 

as either “Clinic 

Admin” or “Clinic 

Staff”.  

Click “Register” 

to create new 

staff 
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